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Opening Adversary Cases

Attorneys and external users can open adversary cases (complaints) on CM/ECF by accessing our
web page through the Internet.  

STEP 1 Once you are in the CM/ECF main screen, go to the Adversary link on the main
menu bar.  (See below)

STEP 2 Open a New Adversary Case

• Enter general case information for the case you are opening. This information
usually comes from the bankruptcy petition or case cover sheet.

• When you are finished, press the Next button to continue. If you have made a
mistake, press the Clear button to go back to the system defaults.   (See
Below)
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STEP 3 Add Associated Cases

• Enter the number of the "lead" case to which the current case should be
associated (the case you are opening or which you selected for docketing is
the "member" case). 

• Use the down arrow to select the association type. Press Next to continue. 

Note: Once the associated case is added the following confirmation screen will appear:

STEP 4 Add Parties

• Add parties by selecting a party already in the database or adding a new one.
• Enter the information about the party.  (See below)



US Bankruptcy Court, District of Puerto Rico           Opening Adversary Cases:  Page 4

For a party already in the database, fill in the party role and pro se fields, and
enter party text if needed. (Party text appears after the party’s name on the
cover sheet of the docket, e.g., AABC Corporation, a subsidiary of XYZ
International”.) 

For a new party, fill in the name, address, party role, and pro se fields, and
enter party text if needed.  (See below)

You should enter first the plaintiff and then the defendant in the screen above. 
Identify each one with their corresponding  role using the drop down menu
selection.  



US Bankruptcy Court, District of Puerto Rico           Opening Adversary Cases:  Page 5

STEP 5 Open Adversary Case - Statistics 
Enter the statistical case information for the case you are opening. This

information usually comes from the cover sheet filed with the case initiation
documents. To access the list boxes, use the down arrows to the right of the
box. This will bring up a list of information you can select from. To enter data
in other fields, type the information into the box provided. 

STEP 6 Select the pdf document and add it in the box below.

Note: Do not scan the summons as part of your complaint.  Summons must be brought to
the Clerk’s office during regular business hours for issuance.
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STEP 7 Next the Receipt/Fee Screen appears.  (See below)

• Do not enter any information in the “Receipt/Fee” fields.  Press next to
continue.

STEP 8 The Modify Docket Text screen appears.  Review the generated docket text. If there is
a box within the text you can add or correct docket text there, otherwise press the Next
button to continue. 
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STEP 9 The final document is already submitted.  (See below).

Important Reminder:  Please remember that summons must be brought to the Clerk’s office during
regular business hours for issuance.


